State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Manager Il 0601-4802-601 50000650 |
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

DMS/Human Resources

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:

Mo1

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
] Supervisory [] Lead Person James Libonati CEA

APPROVED BY (Personnel Analyst's Name) DATE

Trisha Benson 9/30/04

P eg_c;j%rg of Activity

POSITION SUMMARY

Under the general direction of Chief, Division of Management Services, the Chief of the Human
Resources Office (HRO) is responsible, through subordinate supervisors, for the administration of
the HRO consisting of approximately 50 subordinate staff in three separate service areas. Must
have a working understanding of the relationship between bargaining contract language, State law
and control agency regulations. Incumbent is responsible for maintaining effective working
relationships with the State's human resources control agencies and obtaining delegated authority
for the self administration of these programs. Incumbent also develops subordinate supervisors by
involving them i select service-wide issues that has significant DWR impact. In cooperation with
the Budget Office, responsible for BCP development in areas requiring staff augmentation.
Incumbent personally deals with control agency management on the most sensitive of human
resources issues.

ESSENTIAL FUNCTIONS

40% Labor Relations Office: Through staff, plan, organize, and direct the Department's employee
relations program, including bargaining preparation and negotiations, contract administration and
grievance resolution. Responsible for establishing key bargaining objectives, successfully
marketing these objectives with DPA management and developing strategies for successful
negotiations with employe organizations. Working with top level employee organization
representatives and DPA staff, reach accord on complex salary, benefit and working condition
issues impacting DWR employees. Initiate positive working relationships with departments in the
Resources Agency and else where to develop coordinated bargaining proposals impacting all
employees in DWR bargaining units. Work closely with DPA in the development of management
benefit packages.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
>
EMPLOYEE’S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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Training Office: Through staff, administer all mandated training required by statute to DWR
employees. Responsible for in-service and out-service training activities department-wide.
Coordinate with Operations and Maintenance Division in the administration of the Joint
Apprenticeship Program. Administer computer based training to accommodate the technical

needs of DWR employees. Administer several executive development programs, which provide key
management skills to high potential staff. Is the primary contact with DPA management on training
curriculum planning.

Personnel Office: Through staff, administer all facets of human resources program including
classification, compensation, discipline, health and safety, selection, recruitment, and personnel
transactions. Assure that SAP is fully coordinated into all human resources activities. Is the
primary contact with SPB and DPA management on technical human resources issues requiring
resolution. Represent DWR in front of the 5-member SPB on the most compelling personnel
management issues. Direct the preparation of new class establishments and specification
revisions requiring control agency review. Is the primary contact with SCIF on the most sensitive
workers' compensation issues. Coordinate with line operating divisions on all recruitment and
testing matters to assure needs are met. Assure all appointments are appropriately documented,
track all blanket appointments and assure compliance with Section 41 of the Budget Act dealing
with vacant positions. Evaluate key classification relationships to determine if salary realignments
are necessary and develops same, as needed. Must be familiar with the pay differential and
alternate compensation process. Supervise preparation of all adverse actions, must be able to
work with Legal staff, developing consensus with line management on the proposed action and
assures completeness and positive resolution at the SPB. May write some adverse actions
personally. Must have a thorough understanding of exempt and CEA compensation alternatives.

Serve on a variety of committees, task forces, and workgroups representing the HR perspective
and conduct special projects of department-wide significance.

GENERAL REQUIREMENTS

Incumbent is required to possess exceptional writing and follow-up skills, must be able to work
independently, possess the ability to gain access to key control managers on short notice, have a
positive rapport with employee organization officials, control agency staff and DWR staff at all
levels, willing to work beyond normal business hours on occasion, and have exceptional
attendance. Some travel required.
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	activity: POSITION SUMMARY

Under the general direction of Chief, Division of Management Services, the Chief of the Human Resources Office (HRO) is responsible, through subordinate supervisors, for the administration of the HRO consisting of approximately 50 subordinate staff in three separate service areas.  Must have a working understanding of the relationship between bargaining contract language, State law and control agency regulations.  Incumbent is responsible for maintaining effective working relationships with the State's human resources control agencies and obtaining delegated authority for the self administration of these programs.  Incumbent also develops subordinate supervisors by involving them i select service-wide issues that has significant DWR impact.  In cooperation with the Budget Office, responsible for BCP development in areas requiring staff augmentation.  Incumbent personally deals with control agency management on the most sensitive of human resources issues.

ESSENTIAL FUNCTIONS

Labor Relations Office:  Through staff, plan, organize, and direct the Department's employee relations program, including bargaining preparation and negotiations, contract administration and grievance resolution.  Responsible for establishing key bargaining objectives, successfully marketing these objectives with DPA management and developing strategies for successful negotiations with employe organizations.  Working with top level employee organization representatives and DPA staff, reach accord on complex salary, benefit and working condition issues impacting DWR employees.  Initiate positive working relationships with departments in the Resources Agency and else where to develop coordinated bargaining proposals impacting all employees in DWR bargaining units.  Work closely with DPA in the development of management benefit packages.
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	activity2: Training Office:  Through staff, administer all mandated training required by statute to DWR employees.  Responsible for in-service and out-service training activities department-wide.  Coordinate with Operations and Maintenance Division in the administration of the Joint Apprenticeship Program.  Administer computer based training to accommodate the technical needs of DWR employees.  Administer several executive development programs, which provide key management skills to high potential staff.  Is the primary contact with DPA management on training curriculum planning.

Personnel Office:  Through staff, administer all facets of human resources program including classification, compensation, discipline, health and safety, selection, recruitment, and personnel transactions.  Assure that SAP is fully coordinated into all human resources activities.  Is the primary contact with SPB and DPA management on technical human resources issues requiring resolution.  Represent DWR in front of the 5-member SPB on the most compelling personnel management issues.  Direct the preparation of new class establishments and specification revisions requiring control agency review.  Is the primary contact with SCIF on the most sensitive workers' compensation issues.  Coordinate with line operating divisions on all recruitment  and testing matters to assure needs are met.  Assure all appointments are appropriately documented, track all blanket appointments and assure compliance with Section 41 of the Budget Act dealing with vacant positions.  Evaluate key classification relationships to determine if salary realignments are necessary and develops same, as needed.  Must be familiar with the pay differential and alternate compensation process.  Supervise preparation of all adverse actions, must be able to work with Legal staff, developing  consensus with line management on the proposed action and assures completeness and positive resolution at the SPB.  May write some adverse actions personally.  Must have a thorough understanding of exempt and CEA compensation alternatives.

Serve on a variety of committees, task forces, and workgroups representing the HR perspective and conduct special projects of department-wide significance.

GENERAL REQUIREMENTS

Incumbent is required to possess exceptional writing and follow-up skills, must be able to work independently, possess the ability to gain access to key control managers on short notice, have a positive rapport with employee organization officials, control agency staff and DWR staff at all levels, willing to work beyond normal business hours on occasion, and have exceptional attendance.  Some travel required.
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